Basic Mail

Migration Check List
PRE-MIGRATION
Complete | Responsible Description
IT Services | Contact Agency and find out who currently manages users email.
Comments

IT Services

Notify agency of Basic Mail costs per user.
e Monthly rate - $2.00 Billed at first of month for all users

with accounts. (Rate as of 4/21/06; please check Rates for
current info.)

License Fees — No Charge

Migration - Done by agency if required

Support — No Charge

Backups — No Charge

Individual mail file restores — Not done. Can be
accomplished in some situations on a time and materials
basis.

o Help Desk — No Charge

IT Services

If agency deciding between Business Class (Lotus Notes) and
Basic Mail, send them comparison document.

IT Services

Send agency “Basic Email User Import” spreadsheet

IT Services

Send agency “Migration Check List”

IT Services

Send agency SPAM Fighting Tips doc.

IT Services

Send agency link to website http://its.ne.gov/tech serv/email/

Agency Review the State’s SPAM policy and procedures at
http://its.ne.gov/tech serv/email/ube/index.html

Agency Identify users using “listservers”

Agency Identify new or existing JC/WO to provide in User Information
Spreadsheet

Agency Fill out “Basic E-Mail User Import” spreadsheet and return to IT
Services.

IT Services | If agency Outlook client, send them setup and migration
documentation.

IT Services

Add contacts to Agency Contact group.

IT Services

If going to use new internet addresses: (note: internet addresses
must change if agency currently using mail.state.ne.us)
e Setup new internet domain in DNS
¢ Add new and old domain to local domain on Basic Mail
server
o Add domain route to the SAV SMTP
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IT Services

Validate “Basic E-Mail User Import” spreadsheet

IT Services

Import users into Basic Mail.

IT Services

Add Aliases to Basic Mail Alias table.

IT Services

Verify accounts properly setup.

IT Services

Notify agency accounts setup.

IT Services

Send agency Tips documents.

Agency Makes backup of current mail files if needed.
Agency Review contents of existing mail accounts
e Delete any unnecessary/unwanted/old mail
e Verify all mail entries to retain
e Ifagency/user feels necessary, record number of memos
in current system to compare against the new mail account
after migration.
e Be aware of Records Retention guidelines.
Agency Print existing calendar entries for re-entry purposes if needed.
IT Services

Register new accounts and notify agency that they can logon with
the browser at https://email.ne.gov using the new email address
and password in the “Basic Email User Import” spreadsheet.
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Basic Mail

Migration Check List
POST MIGRATION
Complete | Responsible Description

IT Services | After the agency notifies IT Services that all users are setup and
working the DNS MX record is updated to point old internet
domain to new mail server.

IT Services After all users are moved, remove the domain from local domain
on Alltel server.

Agency Have users send memo to all contacts notifying them that email
address changed.

Agency Update signature blocks with new email addresses.

Agency Have users unsubscribe from “Listservs” with old address and
subscribe with new ones. IT Services can assist with this process
for listservs that only allow users to unsubscribe through email.

Agency Order new business cards or have uses cross out old email address
and update with new one.

Agency If using Outlook, remind users to change the Internet addresses
for all the user in your agency in their personal contacts.

Agency Delete any backups made as a precaution to the migration project
that are not needed any more.

Agency Notify DOC that Internet addresses have changed so will be
correct in printed phone book.
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